
DIVISION/DEPT COVER 

6/4/2015 

A Division of Empire State Development  

MWBE CERTIFICATION MADE EASY 
A “How to” Guide to the  

New York State Contract System (NYSCS) 

 



6/4/2015 2 

A Division of Empire State Development  

Welcome!  
 

In fiscal year 2013-14, the State of New York’s Division of Minority and Women’s 
Business Development set a new record for MWBE utilization in state contracting - 
over 25% of all State spending - representing a total of nearly $2 billion in contracts to 
certified MWBEs! Recently, Governor Cuomo set a goal of 30% utilization , the highest 
in the United States, designed to continue this momentum.  This Division aims  to meet 
or exceed this goal, through the continued promotion of equality of economic 
opportunities for MWBEs and the elimination of  barriers to their participation in New 
York State contracts. 
 

The first step to be considered for these MWBE procurement opportunities with the 
State of New York is to  submit a NEW Application.”   

 

“Certification  Made Easy” is designed to help minority and/or women-owned 
businesses with the online certification process.  There are navigation buttons on the 
bottom right hand-side on each slide to make it easier to access each section.  Our staff 
are also available to assist with questions on navigation or certification. 

 

We look forward to welcoming you as a New York State MWBE certified business! 
 

Lourdes Zapata 

Executive Director - Division of Minority & Women’s Business Development  

 
 

 

Division of Minority & Women’s Business Development  

 

  
  
  

Division of Minority and 
Women’s Business 

Development 
  

633 Third Avenue 
New York, NY 10017  

 
Tel: (212) 803-2414 
Fax :(212) 803-3888 

www.esd.ny.gov/MWBE.html  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

http://www.esd.ny.gov/MWBE.html
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• Listing on the NYS MWBE Directory of Certified Firms. 
 

• Access to MWBE procurement and/or contracting opportunities with 
NYS Agencies and Authorities.  
 

• Customized alerts for upcoming procurement opportunities by registering 
with the NYS Contract Reporter. 
 

• Access to statewide network of services and support for MWBEs: 
invitations for business development workshops, webinars, classes and 
customized technical assistance. 
 

• Access to lending and bonding programs exclusively for certified MWBEs. 

 

Why Get Certified? 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 
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Getting started….. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

ny.newnycontracts.com 
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3 Interrelated BUT NOT 
Interconnected Accounts  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Three (3) Accounts/Profiles 
(Each requiring its own separate ACTION) 

New York State 
Contract SYSTEM  

Vendor Profile 

New York State 
Contract SYSTEM  

Certification Account 

New York State 
Contract 

REPORTER 
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Accessing NYSCS - ny.newnycontracts.com 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Click on “Apply for 
Certification” 
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Accessing NYSCS - ny.newnycontracts.com 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Creating a Vender 
Profile  –  Option 1 
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CREATE AN ACCOUNT 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 
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A Division of Empire State Development  

3 Interrelated BUT NOT 
Interconnected Accounts  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Three (3) Accounts/Profiles 
(Each requiring its own separate ACTION) 

New York State 
Contract 

REPORTER 

New York State 
Contract SYSTEM  

Certification 
Account 

New York State 
Contract SYSTEM  

Vendor Profile 
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THREE CLICKS TO LAUNCH NEW APPLICATION 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

1st Click 
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A Division of Empire State Development  

THREE CLICKS TO LAUNCH NEW APPLICATION 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

2nd Click 

“FAST TRACK”  
if firm has any 
of the listed 
certifications. 



6/4/2015 12 

A Division of Empire State Development  
Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

FAST TRACK  Application 

*Note: Participating certification program may have geographic restrictions.  

1. New York State based firms certified by:  

• County of Erie and City of Buffalo, Joint Certification Committee* 

• New York City Department of Small Business Services* (as a M and/or W) 

• New York City School Construction Authority 

• The Port Authority of New York & New Jersey 

• New York & New Jersey Minority Supplier Development Council, Inc. 

• Upstate New York Regional Minority Purchasing Council, Inc. 

• Women President’s Education Organization 

 

2. Certified as a Disadvantaged Business Entity with any Federally funded 

transportation agency from throughout the nation 

 

3. Certified as Federal 8(a) Disadvantaged Business with U.S. Small Business 

Administration 

 

The above certifications must be current and have more than three (3) remaining months 

before expiration to be eligible for  FAST TRACK Application. 
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THREE CLICKS TO LAUNCH NEW APPLICATION 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

3rd Click – “NEW 
APPLICATION” 
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PRE-SCREENING CHECK-LIST 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Pre-Screening 
Check-List 
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Program Eligibility 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Under Article 15-A of the Executive Law, any for-profit firm that is at least fifty-one percent 

(51%) owned, operated and controlled by citizens or permanent resident aliens who are 

either a woman and/or minority is eligible for certification. 

  

List of minority groups who are eligible for certification: 

• Black persons having origins from any of the Black African racial groups. 

 

• Hispanic persons of Mexican, Puerto Rican, Dominican, Cuban, Central or South 

American descent of either Native American or Latin American origin, regardless of 

race. 

 

• Asian-Pacific persons having origins from the Far East, Southeast Asia or the Pacific 

Islands. 

 

• Asian-Indian subcontinent persons having origins from the Indian subcontinent. 

 

• Native American persons having origins in any of the original peoples of North 

America. 
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An MWBE applicant must successfully demonstrate the following: 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

Ownership, Operation and Control: All firms seeking MBE, WBE or MWBE certification must be 

independently owned, operated and controlled by minority and/or women members. The ownership 

must be real, substantial and continuing, and the minority and/or women members must exercise 

the authority to independently control the day-to-day business decisions. 

 

Personal Net Worth (PNW) Restriction: Each minority or woman owner upon whom certification is 

based, cannot have a personal net worth exceeding $3.5 million after allowable deductions. These 

are: individual’s share of their primary residence including the mortgage for that residence; 

ownership interest in the applicant firm and up to $500,000 of any qualified retirement savings plan. 

 

Small Business Restriction: The firm cannot exceed more than 300 full time equivalent 

employees. 

 

Independent, Active and In Business One Year: The firm must operate independently of other 

firms, must demonstrate business activity and, generally, the business is required to be in operation 

for at least one year.  

 

Out of State Applicants: Firm to be currently certified as a MWBE in their home state, if a similar 

process exists, and before applying for MWBE certification firm must be registered and authorized 

to conduct business in the state of New York and have a presence in New York. 
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Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

DOCUMENT LIST – MANDATORY & REQUIRED 

Print or Save 
the list of 
mandatory & 
required 
documents. 

Document list 
will vary 
depending on 
business 
structure & 
application 
type. 

Download, 
Print and 
Complete 
these 
documents. 



DOCUMENT LIST – MANDATORY & REQUIRED (CONTINUE) 

Download, Print 
and Complete these 
Documents. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



DOCUMENT LIST – MANDATORY & REQUIRED (CONTINUE) 

Addendums “One-
Stop” Certification 
Application 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



“One-Stop” Certification Application 
(only available to New Applicants)  

Upon Certification – Addendum(s) 
allow us to share application 

*Note: Participating certification program have geographic restrictions.  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 

The Port Authority of New York 

& New Jersey 

New York City Department of 

Small Business Services* 

(as a M and/or W) 

County of Erie and City of 

Buffalo, Joint Certification 

Committee* 



CERTIFICATION APPLICATION – MAIN SUMMARY 

In 90 days, if the 
application is not 
submitted – it will 
be deleted. This 
deadline can also 
be EXTENDED! 
 
Applications are 
DELETED on the 
date listed and 
can not be 
recovered.  
 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



EXTENDING THE APPLICATION DEADLINE 

Click “OK” to 
EXTEND the 
deadline by ONE 
WEEK. This can be 
done as many 
times as you like! 
 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



CERTIFICATION APPLICATION – COMPANY PROFILE 

Company Profile –  
Click “Process” 
and begin. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



COMPANY PROFILE 
Fill in the 
required 
information. 
When 
completed, click 
“Save & Return” 
to return to the 
MAIN SUMMARY 
page. 

Notes what is 
completed and 
what is incomplete. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



COMPANY PROFILE COMPLETED 

Green Check 
Mark – Section 
Completed! 

Attaching & 
Uploading 
Documents. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SUPPORTING DOCUMENTS – ELECTRONIC OR PAPER? 

Submitting 
Electronic/Fax 
documents will result 
in a FASTER processing 
of applications.  

Mailed hardcopy 
documents will result 
in SLOWER processing 
of applications. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SELECTING ELECTRONIC/FAX FORMAT  

Select “OK” for 
Electronic/Fax Format 
Submission 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



ATTACHING DOCUMENTATION 

Select “Attach” 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SELECTING THE DOCUMENT 

“Choose File” is 
the same 
process as 
attaching a file 
to an email. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



FAXING DOCUMENTS 

Select “Fax” 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



FAX COVERSHEET 

Each time “Fax” is selected, a 
new fax coversheet will be 
generated. Applicant must 
place coversheet on 
corresponding document. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



“LOCK IN” REQUIRED DOCUMENTS 

Step 1 – After all 
required documents 
have been attached, 
faxed or “Marked as 
Not Applicable” , 
select “LOCK IN” to 
complete this 
section. 

Step 2 - Select 
“OK”  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



RETURN TO MAIN PAGE FROM DOCUMENT LIST 

Click on MAIN tab 
or the RETURN 
button to go back to 
main application 
page. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



TAKING A BREAK FROM CERTIFICATION 
APPLICATION 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



Returning to My Application 
ny.newnycontracts.com 

Login 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



RETURNING TO APPLICATION – 1ST PAGE 

Select “Continue”  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



RETURNING TO APPLICATION – 2NDPAGE 
Click this hyperlink 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



RETURNING TO APPLICATION – 3RDPAGE 

Click “Process” 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SIGN AND SUBMIT 

CONGRATULATIONS!!!  
All that is left is to sign & 
submit your application. 

Click “Sign”  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SIGNING APPLICATION 

Fill in your Name 

Disclosure 
Statement 

Sign Application 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



SUBMIT APPLICATION 

Review, and Print 
Application 

When application is 
SUBMITTED – no 
changes can be made 
to the application. 

Edit Application  

NOTE:  After firm clicks “Submit Application” - 
application goes through intake process to check for 
completeness before it is “RECEIVED” by the Division 
of Minority & Women’s Business Development 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



3 Interrelated BUT NOT Interconnected Accounts  

New York State 
Contract SYSTEM  

Certification Account 

New York State 
Contract SYSTEM  

(updating) Vendor 
Profile 

New York State 
Contract 

REPORTER 
 

Three (3) Accounts/Profiles 
(Each requiring its own separate ACTION) 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



NYS CONTRACT SYSTEM VENDOR PROFILE 

Select “Profile Setup” 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



NYS CONTRACT SYSTEM VENDOR PROFILE 

Fill in the required 
information. 
When completed, 
click “Save” to 
return to the 
MAIN SUMMARY 
page. 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



3 Interrelated BUT NOT Interconnected Accounts  

New York State 
Contract SYSTEM  

Certification Account 

New York State 
Contract SYSTEM  

Vendor Profile 

New York 
State Contract 

REPORTER 

Three (3) Accounts/Profiles 
(Each requiring its own separate ACTION) 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



NYS CONTRACT REPORTER 

www.NYSCR.ny.gov 
 
For assistance and 
questions contact  
 
Christine McCann 
(518) 292-5100 
 
Or use the “Contact 
Us” in the Contract 
Reporter after you 
sign-in 
 

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 



MWBE CERTIFICATION MADE EASY 

Questions & Answers 

MWBE HELP DESK 
(212) 803-2414 or (855) 373-4692 
MWBEcertification@esd.ny.gov  

Intro/Home Creating Acct Launching Application Application 

Attaching Documents Returning to App. Sign & Submit Other Profiles 


